INSTRUCTIONS TO CONTRACTORS
FOR PREPARATION OF PAYROLL FORM WH-347

1. Make certain all items in the heading are completed, including payroll number
and project number. Also review reverse side of from to make certain proper
block is checked and signature is affixed.

2. Include each employee’s full name, address, and social security number the first
time such employee is listed on a payroll report. On subsequent reports, you
may put the employee’s name and social security number only. In the same box
annotate one of the following codes for each employee:

= MF (minority female)
= WM (white male)
= MM (minority male)

3. For equipment operators and truck drivers, include a brief but clear description of
the equipment the employee is operating. (This is to be shown on each payroll
report.)

4. Show the hours and wages actually worked on the project separate from the
employee’s total wages for the week. To illustrate: "John Doe" on this example
worked on the project 18 hours and on other projects for the same contractor 22
hours. (18 x 6.45 = $116.10 earned this project, $239.30 gross amount earned
all projects.)

5. If voluntary deductions are being taken from an employee’s wages, there must
be a description/letter signed for the deduction. The letter must include the
period of time the deduction will be made.

6. When fringe benefits are sent to an approved program, they need not be
included in the rate of pay. (See Example.) Cement Mason, John Johnson
receives $5.90 per hour, an additional $0.66 is being sent to approved plan which
is indicated by marking box (a) of paragraph (4) on the Statement of compliance.
Cement Mason, Bill Thomas receives the required fringe benefits in cash. The
total rate of pay shown must be equal to the wage rate for that classification plus
fringe benefits. $5.90 (wage rate) plus $0.66 (fringe) = $6.56 and is indicated by
marking box (b) of paragraph (4).

7. When an individual performs work on the project in more than one classification
within the same workweek, have that individual sign the payroll report or submit a
copy of his time card with the payroll report, if a lower rate of pay per hour is
applicable.

8. When a valid subcontractor works with his employees on the job, he will be listed
with his employees on each payroll. However, he need only show his name as
owner. (See Example: Harry Jamison (Owner).) If the subcontractor has no
employees and performs alone on the project, he will submit weekly payrolls
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showing daily and total hours worked. When two or more working
owners/operators (partners, co-owners, corporation officers, etc.) perform work
on the project they must show daily and total hours worked. (Always show exact
work classification.)

9. Submit an apprenticeship certification with the payroll report on which the
apprentice is first reported. Indicate what step of apprenticeship and percentage
of the journeyman wage he is receiving. (See Example.)

10. It is the General Contractor's responsibility to submit correct payrolls. The
General Contractor should therefore compare the wage rate shown on each
Subcontractor's payroll with the required rate shown on the wage determination
for this project. If there are underpayments, restitution should be required and
the payroll report corrected prior to submitting it to the Contracting Agency.

11. Payroll Form: Contractors are urged to use the Department of Labor (DOL) Form
WH-347, Payroll. The text of the Weekly Statement with Respect to the Payment
of Wages, which is required by regulations of the Secretary of Labor, appears on
the reverse side of this optional payroll form. A contractor may use an
appropriate payroll form of his own choice, but he must report all required items
of information and he must attach a copy of the "weekly statement"”, using either
DOL Form WH-348, Statement of Compliance, which contains the "weekly
statement” and related instructions, or any form containing the "weekly
statement” in the identical wording as contained in Forms WH-347 and WH-348.

12. In the event any contractor sees he will be employing a trade for which a wage is
not listed on the wage determination, it should be brought immediately to the
attention of the Contracting Agency so that a wage rate determination for that
trade can be made at the earliest possible date. A HUD Form 4230A should be
completed, so that a rate can be established. (See Example.)

13. Submission of Payrolls: Each contractor or subcontractor shall submit to the
Contracting Agency a completed payroll for each workweek that work is done on
the project. All payrolls are to be sequentially numbered, and final payrolls shall
be identified accordingly. If no work is performed on the project during a given
period, on the next performance payroll, state: "No work performed from pay

period ending through
(date) (date)
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